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Discover The 

Seven (7) Key Benefits 

Our mission is to provide you the best computer training manuals available, at the very best price.  Discover the Seven (7) key benefits of our CompleteVISUALTM step-by-step computer training manual, and compare them with what is available from our competitors. If you need further information, please contact us at info@computertrainingmanual.com or visit our web site at http://www.computertrainingmanual.com
	Unlimited Printing Rights 

	A single payment for our manuals allows you to print as many copies as you required and distribute the printed copies for use at the designated sites.  Imagine how much money you could save by not having to purchase individual textbooks for each user!
Other courseware: There are many computer training manual providers charge on per-book per -student basis. 

	No Annual Renewal Fees

	You can continue to use any manuals you have purchased for as long as you like. You do not have to pay an annual renewal license to keep using the manuals that you have purchased the rights to! 
Other courseware: You must renew your license for a nominal annual renewal fee after 1 year from the original purchase date.

	Affordable 

	Each comprehensive title only cost you less than US$200, and remembers - UNLIMITED PRINTING RIGHTS! Our manuals are affordable to all categories of computer training, includes commercial training companies, government agencies, internal company training departments, individual setting up their own computer training program, universities, colleges and school student. 
Other courseware: There are other training manuals with unlimited printing rights, but it cost you US$350-850 for each title. 

	Complete Visual Step-by-step

	The first ever-created complete visual manuals, with every single step fully illustrated by colorful diagrams, tables and screen snapshot to show how it looks on screen.  You are unlikely to make mistakes and can even learn without a computer!
Other courseware: Only text instructions with no or only few illustration diagrams for all steps.  You may not able to follow the step closely. 

	Easy To Understand 

	Our computer training manuals are written in non-technical writing style that is easy to understand. Complicated tasks are simplified for easier understanding and reference.  90% of the tasks in each chapter fit into a single page. All tasks are summarized to less than 10 steps with no irrelevant steps.
Other courseware: There are always too many repeating and irrelevant steps involved to perform a simple task.

	Independent and Flexible Hands-on Lessons

	No pre-installed files for all lessons. All lessons in the manuals are independent.  You are flexible to start any chapter you wish without having to finish the previous lessons.
Other courseware: Lessons are totally dependent on pre-installed files and dependent very much on the previous lessons outcome.

	Completely Customizable

	You can remove and rearrange the content of the manuals as you wish.  The table of content and the page numbering are updated automatically.  You can even add your organization's name and logo to help you build a more reputable and professional image.

Other courseware: Many training manual providers claim that their manuals are easy to customize, in fact they are NOT because their lessons and exercises are all interrelated. 


The Leader Of Computer Training Curriculum and Lesson Plans
	

	


	
	

http://www.computertrainingmanual.com


Evaluation
 Version
All freely downloadable evaluation versions of our manuals are for evaluation purpose only and MUST NOT BE USED FOR TRAINING. All evaluation versions of the manuals can be viewed and printed.

If you would like to purchase the full version of our manuals, please visit http://www.computertrainingmanual.com/order.htm or contact us at order@computertrainingmanual.com for further information.

Send your comments and suggestions to suggestion@computertrainingmanual.com
	Copyright Notice

Copyright (2001 EBook Publishing. All rights reserved. No part of this publication may be reproduced, transmitted, or translated into any language, in any form or by any means, electronically or mechanical, including photocopying, recording, storage in a database or retrieval system, or otherwise, without the prior written permission of EBook Publishing.

Disclaimer

We take great care to ensure the accuracy of these material; however, EBook Publishing makes no warranty, express or implies, including without limitation any warranty concerning the adequacy, accuracy or completeness of such information or material or the results to be obtained from using such information or material. EBook Publishing reserves the right to revise this publication and to make changes in its content at any time, without obligation to notify any person or entity of such revisions or changes.


The CompleteVISUALTM step-by-step computer training manual is specially developed and organized based on the Instructional Design concepts, to ensure the effectiveness of the knowledge transfer.  

Most of the tasks in each chapter are fit into a single page for easy reference.  Most tasks are summarized to less than 10 key steps and accompanied with actual screen illustrations. Every step you go through is practical and relevant. All chapters are independent.  No exercise files need to be installed prior to the training. Therefore, you can start training from any modules that best suit you or your trainees.  However, you are recommended to follow the module sequence that we suggest to optimize your computer learning process.
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	Instructional Actions
	You are asked to

	Click File >> Save.
	Click the File menu to pull down the menu, then click the Save command from the pull down menu.

	Press <Shift>+<Tab>
	Hold down the Shift key while pressing the Tab key on the keyboard.

	Type Photo from Kevin Jeff.
	Type the phase Photo from Kevin Jeff.
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	Creating PivotTable And
Analyzing Data
	
	Objectives:

When you have completed these lessons, you will be able to:

· Create a PivotTable

· Update information in PivotTable

· Add information in PivotTable

· Arrange information in PivotTable

· Remove information in PivotTable

· Create page in PivotTable

· Display pages on separate sheets

· Use other Functions in calculated fields

· Insert calculated fields

· Hide calculated fields

· Delete calculated fields

· Create Chart from PivotTable

· Create one variable What-If table

· Create two variable What-If table

· Create and apply scenarios

· Edit and delete scenarios

· Use Goal Seek



	


Creating PivotTable 

Databases or data lists consist of complex fields and records.  These records are considered as a raw data.  To convert the data to useful information, you may want to organize the list and summarize specific details while excluding the irrelevant.  At times, you may have several similar Microsoft Excel lists, which need to be consolidated to produce a single report.  In that case, PivotTable report could be used to accomplish the tasks.  
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	How To Create A PivotTable


1. Click any cell in the database.

2. Click Data >>
PivotTable and PivotChart Report.

3. Click PivotTable option button.

4. Click the Next button.

5. Click the Next button.

6. Click the Layout button.

7. Drag fields into Column, Row, Data and Page area.

8. Click the OK button.

9. Click the Finish button.


	1. Click any cell in the database.
You do not need to select the entire database range because Excel will automatically include all the records from the database you click.
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2. From the menu, click Data >> PivotTable and PivotChart Report.  
The PivotTable and PivotChart Wizard – Step 1 of 3 is displayed.
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3. Click the Microsoft Excel list or database and PivotTable option buttons.
You want to create a PivotTable report from data organized in labeled rows and columns on a Microsoft Excel worksheet.
4. Click the Next button. 
You can see that the range is selected automatically.  However if you decided to change the range reference, use the range selection button on the right of the Range box to select the new range of cells and press <Enter> to come back to this dialog box.
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	5. Click the Next button.  
The PivotTable and PivotChart Wizard - Step 3 of 3 dialog box is displayed.   By default, the PivotTables will be created on a new worksheet.  If you want the PivotTable report to appear on the same worksheet with the database, click the existing worksheet option button and specify the cell location.  
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6. Click the Layout button.  
The PivotTable and PivotChart Wizard – Layout is displayed.  You can see all the field names appear as button on the right and the PivotTable layout in the dialog, as shown below.
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Pivot Table Layout Area

Description

Column

Displays the selected field data as the column label.

Row

Displays the selected field data as the row label.

Data

Displays the calculated field value in the data area of the PivotTable.

Page

Filter records to be displayed in the PivotTable based on the selected field data. 




	
	7. Drag Month button into Column area, Sales Person button into Row area and Sales values button into Data area.
Sales values button is changed to Sum of Sales Value when you drag it into the Data area.
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8. Click the OK button and then click the Finish button.
The PivotTable is created on a new worksheet, as shown below.  
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Updating PivotTable

Data in the PivotTable will not be updated automatically when you edit the data in the source database.  In order to update the data in the PivotTable, you have to refresh the data manually.

	How To Update Information In PivotTable


1. Click the PivotTable.

2. Click the Refresh Data button [image: image12.png]


 on the PivotTable toolbar.


	9. In the cell E2, type 4800 to replace 4500.
The data in the database is updated.  Notice that the information is not updated automatically in the PivotTable.
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10. Click the PivotTable. 
The PivotTable toolbar is displayed.
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11. Click the Refresh Data button [image: image15.png]


 to refresh the data.
The total for John Smith in Feb is updated to 8500.
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	How To Add Information In PivotTable


1. Click the PivotTable.

2. Drag and drop the field button from the PivotTable toolbar to the Column area in the PivotTable.


	12. Click the PivotTable.
The PivotTable toolbar is displayed.
13. Drag and drop the Product field button from PivotTable toolbar to the Column area in PivotTable.
Drop the field button below the month details.  Make sure a thick shaded line appears below the cell B4:D4, which is where you want to add the information.
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14. Release the mouse.
The information is added into the pivot table, as shown below.
[image: image18.png]A B C D E F

1
2

3 |Sum of Sales Value [Month ~[Product_ -

4 Feb Feb Total [Mar

5 [Sales Person=|Metal Chair _Wooden Chair Wooden Desk Metal Char v
6 |John Cage

7_|John Smith 8500 8500) 3100
8 |Mary Davis 3300 5300 8600

9 |Steve Brown 2300|2300

10 Grand Total 300 5500 760019400 3100







	How To Arrange Information In PivotTable


1. Click the PivotTable.

2. Drag and drop the field button from the column area to the row area or vice versa.


	15. Drag and drop the Month field button from PivotTable Column area onto the Row area in PivotTable.
Drop the field button on the right of the Sales Person details.  Make sure a thick shaded line appears at the right of cell A5:A10, which is where you want to place the information.
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16. Release the mouse.
The information is arranged into the PivotTable, as shown below.
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	How To Remove Information In PivotTable


1. Click the PivotTable.

2. Drag the field button you want to remove away from the PivotTable.


	17. Drag the Month field button away from the PivotTable.
Drop the field button outside the PivotTable to remove the field from the PivotTable. 
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18. Release the mouse.
The Month row heading is removed from the PivotTable, as shown below.
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	How To Create Page In PivotTable


1. Click the PivotTable.

2. Drag and drop the field button from the toolbar to the Page area in the PivotTable.


	19. Drag and drop the Product field button from the PivotTable toolbar onto the Page area in the PivotTable.
The page area is displayed as `Drop Page Fields Here’ on the worksheet, as shown below.
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20. In the Page area, click the Month drop-down arrow.
A dropdown list showing all the criteria in the month field is displayed, as shown below.
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21. Click Feb criteria from the list.  Click the OK button.
The records are filtered to show only Feb records.
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	How To Display Pages On Separate Sheets


1. Right-click the PivotTable.

2. Click Show Pages from the shortcut menu.

3. Click the OK button.


· If you want to remove the sheets, you have to delete each sheet manually.  Right-click the sheet tab, click Delete and click the OK button to delete the sheets.


	22. Right-click the PivotTable.  Click Show Pages from the shortcut menu.
The Show Record dialog box is displayed, as shown below.
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23. In the Show all pages of box, click Month.  Then click the OK button.
All the records from different months are created on separate sheets.  The Feb sheet contains the Feb PivotTable and the Mar sheet contains the Mar PivotTable.  The sheets are named after the page field information.
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Modifying Calculated Field in PivotTable

Besides finding the total for the value fields in the Data area, you are able to use other functions such as average, maximum, minimum etc for the field values.

	How To Use Other Functions In Calculated Fields


1. Double-click the calculated field in the PivotTable.

2. Click the new function from the PivotTable Field dialog box.

3. Click the OK button.


	24. Double-click the Sum of Sales Value calculated field button in the PivotTable.
The PivotTable Field dialog box is displayed.
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25. In the Summarize by list box, click Average as the new function.
The name of the field button is changed to Average of Sales Value, as shown below.
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26. Click the OK button.
The average is calculated instead of the total.  Note that the Wooden Chair value for John Smith becomes the average value instead of the total.
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	How To Insert Calculated Fields


1. Click the PivotTable.

2. Click PivotTable button on the PivotTable toolbar.

3. Click Formula >>
Calculated Fields.

4. In the Name and Formula box, type the New Calculated Field Name and its Formula. 

5. Click the Add button.

6. Click the OK button.


	27. Click any cell in the PivotTable.  Then click the PivotTable button on the PivotTable toolbar.
The menu is displayed, as shown below. 
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28. From the menu, click Formulas >> Calculated Fields.
The Insert Calculated Field dialog box is displayed, as shown below.
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29. In the Name box, type Commission.  In the Formula box, type =Sales Value*20%. 
The settings are shown as shown below.
[image: image33.png]Insert Calculated

Ad

Name:  [Commission =l 2
Formula: [=5ales value*20% EET)
Filds:

Insert Field

o dose




.


	
	30. Click the Add button. 
The new Commission calculated field is added into the Field box, as shown below.
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31. Click the OK button.
The new calculated field is added into the PivotTable.
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	How To Hide Calculated Fields


1. Click the drop-down arrow for the field you want to hide in the PivotTable.

2. Click to uncheck the calculated field you want to hide.

3. Click the OK button.


	32. Click the Data drop-down arrow. 
A list of the calculated field check boxes is displayed. 
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33. Click Average of Sales Value check box to uncheck it.
You want to hide this information.
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34. Click the OK button.
The Average of Sales Value is hidden from the PivotTable.   Only the Sum of Commission value is displayed, as shown below.
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	How To Delete Calculated Fields


1. Click the PivotTable.

2. Click PivotTable button on the toolbar.

3. Click Formula >>
Calculated Fields.

4. Click name from the Name box.

5. Click the Delete button.

6. Click the OK button.


	35. Click any cell in the PivotTable.  Click the PivotTable button on the PivotTable toolbar.
The menu is displayed as shown below. 
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36. From the menu, click Formulas >> Calculated Fields.
The Insert Calculated Field dialog box is displayed as shown below.
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37. Click the Name drop-down arrow and click Commission.  Click the Delete button, and then click the OK button.
The Commission field is deleted.
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Creating Chart From PivotTable

A PivotChart report gives a visual effect of the data provided by a PivotTable report.  One PivotChart report can be pivoted to show different ways to view the data from the same database.  Normally, a PivotChart report is used when you want to quickly change the view of the chart to see the comparisons and trends for the records in different ways.

	How To Create Chart From PivotTable


1. Click the PivotTable.

2. Click the Chart button [image: image42.png]


 on the PivotTable toolbar.

3. Click the title button and check or uncheck the details you want to show or hide from the PivotChart.

4. Click the OK button.



· If you want to create the PivotChart from the database list instead of the PivotTable, click the database list and click Data >> PivotTable and PivotChart Report.  Click the PivotChart option button from the dialog box displayed.



	38. Click any cell in the PivotTable.  Click the Chart button [image: image43.png]


 on the PivotTable toolbar.
The chart is created in a new sheet.
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39. Click the Sales Person title button on the x-axis to select the details you want to show or hide from the PivotChart.
Uncheck the boxes to hide the information.  You can also hide the information for the Legend and the Page.
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40. Click the OK button.


Exploring What-If Table

You can analyze data with a series of What-If questions and produce a table to show all the results for the questions.  For the example as shown below, you want to know what would be the Revenue and the Grand Total if the unit price has been changed.

[image: image46.png]Next Year Projected Sales

Product Unit Price

Projected
Unit Sold

120000 § 62,400,000
300000 § 102,000,000
180000 §. 113,400,000
250000 § 7,500,000

Wooden Table 5 520
Wooden Chair [] 340
Metal Table [] 630
Metal Chair ] 270
Grand Total

[EEN] § 345,300,000





Your management may want you to produce a What-If table analysis report for the table source above.

For the changes of a single variable (only the unit price is changed), the one input What-If table is used.  The example below shows the What-If table when the unit price for Metal Table is increased to $630, $640, $650 and $660.  .
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For the changes of two variables (the unit price and the projected unit sold are changed simultaneously), the two input What-If table is used.  The example below shows the What-If table when the unit price is changed to $620, $630, $640 and $650 while projected unit sold is changed to 170000, 180000, 190000 and 200000.
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	How To Create One Variable What-If Table


1. Create the tables.

2. Enter formula in What-If table column headings.

3. Select the entire What-If table.

4. Click Data >> Table.

5. In the Row input cell or Column input cell box; enter the cell reference you want. 

6. Click the OK button.


	41. In the cell B12, enter the formula =D5 in the What-If table column heading. 
Create both of the tables to do this exercise.  B12 is the column heading for the Projected Revenue in the What-If table.
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42. In the cell C12, enter the formula =D7 in the table column heading.
C12 is the column heading for the Grand Total in the What-If table.
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43. Select the entire What-If table range A12:C16.
When you select the table range, do not select the label above the column heading.
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	44. From the menu, click Data >> Table.
The Table dialog box is displayed. 
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45. In the Column input cell box, enter the cell reference $B$5.
Use mouse to click at column input cell and click the cell B5.  If you type, use absolute reference with $ sign, as shown below.
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46. Click the OK button.
The What-If table is created as shown below.   Use cell formatting to format the Revenue and Grand Total value to currency in the What-If table.
[image: image54.png]1g
11
12
13
14
15
16
17

Unit Price Revenue Grand Total

§ 113,400,000 [EREXERIN
[ 630 113400000 345300000)
[] 640 115200000 347100000)
[] 650 117000000 348900000)
] 660 118800000 350700000)








	How To Create Two Variable What-If Table


1. Create the tables.

2. Enter formula in the first cell of the What-If table.

3. Select the entire What-If table.

4. Click Data >> Table.

5. In the Row input cell or Column input cell box, enter the cell reference.

6. Click the OK button.


	47. In the first cell of the What-If table at the cell B12, enter the formula =D7 and press <Enter>.
B12 is where you enter the formula to calculate the Grand Total for the What-If table.
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48. Select the entire What-If table range A12:E16.
The range is highlighted, as shown below.
[image: image56.png]12 |$345,300,000 $630 $640 $650 $660
13 170000
1 180000
15 190000
16 200000





49. From the menu, click Data >> Table.
The Table dialog box is displayed. 
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	50. In the Row input cell box, enter the cell reference $B$5. In the Column input cell box, enter the cell reference $C$5.
You can use mouse to click at row input cell and click the cell B5, then click column input cell and click the cell C5.  If you type, use absolute reference with $ sign.
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51. Click the OK button.
The What-If table is created as shown below.   Use cell formatting to format the Grand Total value to currency in the What-If table.
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Using Scenarios

Data tables analyze data with only 1 or 2 variables while the Scenario Manager enables you to create more than 2 input variables and save the variables value with a scenario name.  Multiple scenarios allow you to perform a series of comparisons within a worksheet without having to update individual cell value. 

For example, you may want to find the Grand Total for the Revenue in the table below.
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There are 2 different possible scenarios/projections for all the 4 variables (unit price for each product).  If you apply a specific scenario to the table, it is updated instantly to display the new values. 

	Scenario A
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	If you apply Scenario A, the table is updated as below:
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	How To Create Scenarios


1. Click Tools >> 
Scenarios.

2. Click the Add button.

3. In the Scenario name: box, enter the scenario name.

4. In the Changing cells: box, enter the changing cells range.

5. Click the OK button.

6. Type in the value for each changing cell.

7. Click the OK button.

8. Click the Add button.

9. Enter the second scenario.


	52. From the menu, click Tools >> Scenarios.
The Scenario Manager dialog box is displayed. 
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53. Click the Add button.
This is to add the first scenario to the workbook.  The Edit Scenario dialog box is displayed.
54. In the Scenario name: box, type Scenario A.  In the Changing cells: box, type $B$3:$B$6.  
Comments are optional.  You can click the Changing cells box and select the range B3:B6 instead of typing the cell reference.
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	55. Click the OK button.
The Scenario Values dialog box is displayed.

56. In the $B$3 box, type 520.  In the $B$4 box, type 340.  In the $B$5 box, type 630.  In the $B$6 box, type 270.
This is to enter value for all the changing cells in Scenario A.
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57. Click the Add button. 
This is to add the second scenario.  The Edit Scenario dialog box is displayed.

58. In the Scenario name: box, type Scenario B.  In the Changing cells: box, type $B$3:$B$6.
Comments are optional.  You may not need to type the range for the Changing cells because the settings inherit the previous scenario setting.
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· Use Merge button to copy a scenario from another workbook.  The workbook contains the scenario must be opened when you want to merge from it.


	59. In the $B$3 box, type 520. In the $B$4 box, type 340.  In the $B$5 box, type 630. In the $B$6 box, type 270.
This is to enter value for all the changing cells in Scenario B.
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60. Click the OK button.  Then click the Close button.
The Scenario Manager dialog box is displayed.  You can see that there is two scenarios appear in the list now. 
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	How To Apply Scenario


1. Click Tools >>
Scenarios.

2. In the Scenarios box, select the scenario you want to apply.

3. Click the Show button.


	61. From the menu, click Tools >> Scenarios. 
The Scenario Manager dialog box is displayed. 

62. In the Scenarios box, click Scenario B.
You may double-click the Scenario B to select and apply the values immediately. 
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63. Click the Show button.
The Scenario B values are applied to the worksheet.
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	How To Edit Scenario


1. Click Tools >> 
Scenarios.

2. Select the scenario you want to edit.

3. Click the Edit button.

4. Select the new changing cell range.

5. Click the OK button.

6. Change the cells values.

7. Click the OK button.

8. Click the Close button.


	64. From the menu, click Tools >> Scenarios. 
The Scenario Manager dialog box is displayed. 

65. In the Scenarios box, click Scenario A.
Select the scenario that you want to edit.
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66. Click the Edit button.  
The Edit Scenario dialog box is displayed.
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	67. Click the OK button.
The Scenario Values dialog box is displayed.
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68. Change the values for this scenario.  Click the OK button.
The Scenario Manager dialog box is displayed again.
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69. Click the Close button.


	How To Delete Scenario


1. Click Tools >>
Scenarios.

2. Select the scenario you want to delete.

3. Click the Delete button.

4. Click the Close button.


	70. From the menu, click Tools >> Scenarios. 
The Scenario Manager dialog box is displayed. 

71. In the Scenarios box, click Scenario A.
Select the scenario that you want to delete.
[image: image77.png]Scenario Manager
Scenarios:
Show
Scenaria &
Close.
add,
Changing cells Merge,
fBg3:4850

Summry.
Comment:

fThis i scenario created by Merketing Manager.





72. Click the Delete button.  
The Scenario A is deleted.
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73. Click the Close button.


Implementing Problem Solving

Goal Seek. Goal Seek is a tool for you to find solutions to a problem.  It helps you to find the best solution with single variable.

Problem: You need to get a total salary of $6,000.00.  So you should increase the Sales.  How much sales should you need to achieve?

Solution: To calculate the new sales value, use goal seek to set cell B5 to value 6000 by changing cell B1.  You will get the solution that your sales need to be increased to $40,000.00 in order to reach your goal of getting a total salary of $6,000.00.


	How To Use Goal Seek


1. Click the cell you want to set the goal for.

2. Click Data >> Table.

3. In the To value box, enter the value.

4. In the By changing cell box, enter the cell.

5. Click the OK button.

6. Click the OK button.



	74. Click the cell B5.
This is where the new goal value you want to achieve.   The formulas in the cell B3 and B5 is shown below.
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75. From the menu, click Data >> Table.
The Table dialog box is displayed.
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76. In the To value box, type 6000.  In the By changing cell box, type $B$1.
You can click at By changing cell box and select B1 instead of type in the cell reference $B$1. 
[image: image81.png]Goal Seek

Set cel s =

To yalue: Em

By changing cell  [feg1 B







	
	77. Click the OK button.
The Goal Seek Status dialog box is displayed to show the solution.  Click the OK button to accept the solution while Cancel to reject it. 
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78. Click the OK button.
The worksheet data is updated.
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Exercises

Creating PivotTable

1. Create a new database as below. (Or you can use the previous exercise database) 
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2. Create a PivotTable from the database and place the PivotTable at cell A15.
Use Product Name field as Column heading.
Use OrderID field as Row heading.
Use Sales field as Data content.
The PivotTable appears as below.
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3. Change Sales for OrderID E108 from $1470 to $1270.  Then refresh the PivotTable.
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4. Add Country field to Column heading as below.
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5. Rearrange the Column heading as below.
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6. Filter PivotTable to show only Ink records another shows only Pen records.
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Filter PivotTable to show only Pen records
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Tips: Use page area in PivotTable to create new worksheets.

Then create all product PivotTables onto separate worksheets.
Tips: Use show page to do this. 2 new worksheets are created named Ink and Pen as below
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7. Place the Product Name field as Row heading and remove the OrderID field from the PivotTable as below.
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8. Change Sum function for Sales to Average as below.
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9. Add a calculated field: Profit into the PivotTable.
Formula for Profit field: Sales * 20%.
The PivotTable is show as below.
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10. Hide Average of Sales as below.
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11. Delete Calculated field: Profit.

12. Create Pivot Chart as shown below.
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Task Name.  Each task consists of a series of fully illustrated step-by-step instructional actions, which helps you to follow the hands-on activities precisely.





Visual step-by-step instructional actions show you the hands-on activities to accomplish the task.  These instructional actions appear as such.





The important commands or keywords are highlighted as such.





The texts that you need to type in appear as such.





Actual screen captured illustration such as the dialog boxes and the result outcomes are displayed to show you how they would appear on screen.  This helps you to learn visually and effectively.





A thick rectangle or circle is used to draw your attention to the part of the illustration that you are dealing with.





Detailed descriptions and explanations on each step help you to learn more about the step that you have just performed. 





Chapter name. Each chapter is an independent learning unit.  No exercise files need to be installed prior to the training.  This lets you start your training anywhere or anytime you like.





Section name.  Each section groups the related chapters under the same section to make sure you learn all the related features and skills in complete details.





Chapter introduction. Each chapter begins with a presentation and illustration to present the concepts you need to have a better understanding of a chapter before you begin.
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A summaries report is created using PivotTable report.





Row data in a database that you want to create a summarized report using PivotTable.





�





Handy summary.  Each task concludes with a summary that reinforces the key steps in the task.  It also serves as cue card for a specific task.  





Appropriate tips, tricks, and shortcuts that you may find useful are included to further enhance your skill.








